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ABOUT THIS USER GUIDE

Users should note the following terminology and conventions used in

this Guide:

If you receive an error message when trying to access any ATRRS
site, including the Federal Acquisition Institute Training Application
System (FAITAS 2.0), download the DOD Security Certificates from
the following web site: http://dodpke.com/installroot.

Bold - Words printed in bold letters appear exactly that way in the
FAITAS 2.0 website.

The term “text box” ( N
text entry is required. Enter text directly from the keyboard or select

) refers to a place in a window where

from a drop-down list below the text box. The availability of a drop-
down list is shown by the arrow symbol ( ). Drop-down lists allow
only one option to be placed in the corresponding text box.

Radio buttons ( = ) allow only one option from a pair or a group of
selections. A green dot in the center of the circle indicates that an
option is selected. Click in a radio button to add the option. To
deselect a radio button and select another option, click inside
another radio button.

Checkboxes (' | ) are used when more than one option may be
selected from a number of alternatives. A checkmark inside a box
indicates that option is selected. Click in a checkbox to add or
remove its checkmark.
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To select more than one response, use the CTRL key for multiple
entries. To select everything in a list, use the Shift key.

The FAITAS 2.0 site is developed and tested under Section 508
compliance rules. For more information about Section 508 of the US
Rehabilitation Act, refer to http://www.section508.gov.

As part of Section 508 compliance, all hyperlinks include popup
windows that indicate the main purpose of the link. Popup message
text appears when you hover your mouse over a link.

Below the top horizontal navigation bar, breadcrumbs act as an
additional navigation tool. Select an underlined term to go to that

page.

FAITAS

My Status | Manage Career | Manage Workforce ' Manage System '

Figure 1: Breadcrumbs

Document hyperlinks are bold with maroon text and asterisks.
Note that some browsers do not show the asterisks.

For more information about the Federal Acquisition Institute (FAIL),
click the gray bar located above the FAITAS 2.0 header the links to
the FAI website at http://www.fai.gov.



http://dodpke.com/installroot
http://www.section508.gov/
http://www.fai.gov/

INTRODUCTION

The Federal Acquisition Institute Training Application System
(FAITAS 2.0) is the avenue for all federal civilian agency employees
to electronically submit applications for resident, web offerings, or
continuous learning training courses.

FAITAS 2.0 monitors and manages workforce certification
requirements and provides access to Federal Acquisition Institute
Defense Acquisition University (DAU) training that includes
classroom-based, online learning, and continuous learning
courses.

There are several roles within FAITAS 2.0. Each of their main functions is
listed below:

e Employees make training requests.

e Supervisors forward approval or disapprove training requests
from employees.
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e Training Managers forward approval or disapprove training
requests from either employees or supervisors.
e Registrars are the final approval authority for training requests.
e System Administrators manage the overall FAITAS 2.0 system.

This user guide addresses the employee, training manager, and
supervisor roles. If there is no training manager assigned, the registrar
is final approval authority for training requests.

Members of the Federal Acquisition Workforce who are not federal
civilian agency employees must apply for training at their respective
agency websites. A list of training application systems and the
communities they serve is shown below.

e Army - https://www.atrrs.army.mil/channels/aitas
e Navy - https://www.atrrs.army.mil/channels/navyedacm
e Air Force - https://www.atrrs.army.mil/channels/acqnow

e Department of Defense -
https://www.atrrs.army.mil/channels/acqtas

e Contractor/Industry -
https://atrrs.army.mil/channels/nondod

Contractor employees working for civilian agencies are not eligible to
apply for training. For further information on continuous learning
requirements and associated training, visit the Federal Acquisition
Institute website at: http://www.fai.gov



https://www.atrrs.army.mil/channels/aitas
https://www.atrrs.army.mil/channels/navyedacm
https://www.atrrs.army.mil/channels/acqnow
https://www.atrrs.army.mil/channels/acqtas
https://atrrs.army.mil/channels/nondod
http://www.fai.gov/

CERTIFICATE ERROR
MESSAGE

If you receive an error message when trying to access any ATRRS
site, including the Federal Acquisition Institute Training
Application System (FAITAS 2.0), you will need to download and
install DOD Security Certificates.

1. Enter this URL in your browser:
https://www.dodpke.com/installroot

2. Follow the instructions to download and install InstallRoot.

NOTE: To navigate to the site without installing the certificates, click
the Continue to Website link. The security of the website does not

depend on having the certificate downloaded to your web browser.
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. Ensure that you are using one of the following web browsers:

e MS Windows XP running IE 7.x or 8.x
e Apple Mac OS X

e Safari 5.x

e Chrome 12.x

. After you install InstallRoot, add the ATRRS homepage to your

trusted site list. You may need to contact your local network
administrator in order to obtain assistance with installing the
certificates and adding the homepage to your trusted sites. Once the
certificates are installed, you will no longer receive the warning
message. You may need to reinstall the certificates if your technical
team conducts updates.

. If you are still unable to access the registration site after

downloading the security certificates and adding the URL to your
trusted site list, download the certificates from
http://dodpki.c3pki.chamb.disa.mil/rootca.html

. If you still cannot access the registration site, try to access any of the

following URLS:

https://www.atrrs.army.mil/channels/faitas/student/Welcome.aspx

https://www.atrrs.army.mil

. If you are unable to access the sites listed above, contact your

technical representative for further troubleshooting as the inability
to access the sites may be due to internal firewalls.


https://www.dodpke.com/installroot
http://dodpki.c3pki.chamb.disa.mil/rootca.html
https://www.atrrs.army.mil/channels/faitas/student/Welcome.aspx
https://www.atrrs.army.mil/

REGISTER

If you are a first-time user of FAITAS 2.0, you will need to register.

1. To start the registration process, enter this URL in your browser:
http://www.atrrs.army.mil/faitas

2. The FAITAS 2.0 logon screen opens.
n In the Login window, click Register Here.

Login
Email Address:

Password:
Login
Forgot your password? ,

Don't have an account yet? Register Here

Figure 2: Register Here

3. The Email Information window opens.
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n Enter your .mil or .gov email address. Note that certain
commercial email domains are allowed; however, these must
be approved by the Federal Acquisition Institute (FAI).

n Click the Register button.

Qail Information
Email Address: |

B

Forgot vour password?
Return to Loagin

Figure 3: Email Information

4. A confirmation email will be sent to the email address you provided.
Click the link (or enter its URL in your browser) contained within the
email to continue the registration process by completing your
profile. See Profile for more details.




LOGIN AS EMPLOYEE

To use the Federal Acquisition Institution Training Application
System (FAITAS 2.0) requires an email address and password. If
you are newly registered in FAITAS 2.0, password information was
contained within the email confirmation you received during the
registration process.
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. Enter the following URL: http://www.atrrs.army.mil/faitas

. The Login window opens. Enter your email address and password.

Click the Login button. If you forget your password, click the Forgot
Your Password link to receive additional instructions.

b gy
ol Akl gan
P oy sl

e

Figure 4: Forgot Your Password

. A Privacy and Security Notice window opens to explain the

conditions you must consent to before you enter FAITAS 2.0. If you
choose to agree to the conditions outlined in the Privacy and
Security Notice window, click the I Agree button.

. The FAITAS 2.0 homepage opens. A Notice to First Time Users

emphasizes that this website is for the use of federal
departments/agencies/bureau employees only and directs other
users to their respective websites. At this point, first time users will
be directed to set up their Account and Employee Profile.


http://www.atrrs.army.mil/faitas

MENU ITEMS AND
SYSTEM FEATURES

The FAITAS 2.0 main menu contains a horizontal navigation bar
across the top with various tabs. The navigation bar includes
various tabs, the number of which depends on your assigned role
within FAITAS 2.0.

As an employee, you will see the following tabs as illustrated in Figure 5:

e My Status includes functions to view/edit your account, profile, and
Dashboard.

e Manage Career includes functions to request, edit, or view training
requests.

e Help provides both user guide access and Frequently Asked
Questions.

e Logout allows you to logout from the FAITAS 2.0 website.

e <Not [User Name]? allows you to logout if your user name is not
the one listed.
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) FAITAS

'[ Hiy Status Manage Career | Help Logout . het W
Figure 5: Employee Navigation Bar

Click the FAI bar at the top of the page to go to the Federal Acquisition
Institute (FAI) website.

Click FEDERAL ACQUISITION INSTITUTE to access the FAI
website.

FEDERAL ACQUISITION INSTITUTE

FAITAS

Figure 6: Top FAI Website Link

Additional navigation options are provided by the breadcrumbs.
Breadcrumbs are located below the horizontal navigation bar. Any
underlined word is an active link.

n Click an underlined breadcrumb to jump to that section.

FAITAS

e g

EAITAS » My Status » My Dashhﬂardi

Figure 7: Underlined Breadcrumbs




MY STATUS

The My Status tab provides functions to view and/or update your
Account, Profile, or Dashboard.

My '-I-'-Ill.h Hanage Carcer

Aeccount
Profie

My Dashboard

Figure 8: My Status Tab
Account

The first time you use FAITAS 2.0, you must complete the Account
form.

1. Hover your mouse over the My Status tab. A drop-down menu
displays. Click Account to update your email address.

Note: Certain commercial email domains are allowed; however,

these must be approved by the Federal Acquisition Institute (FAI).

n Enter an email address in either the .gov or the .mil domain.

Enter and confirm your password. All passwords must be
between 8-12 characters long and include at least one upper-case
letter, one lower-case letter, one number, and one symbol.
Password creation help ensure that your password meets all the
requirements.
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From the drop-down lists, select and respond to each of three
security questions.

n Click Update to continue or Cancel to return to your Dashboard.

Update Account

To update your accourt ]
Medify the imlarmation that you need ba updats,
Chick an the "Ly " buttan to sawe the data.
Required mtormation is bold, maroan i
Important: Passwords must be 8-12 characters and contain at least one upper-case letter, one lower-case better, 8 number, and 2 symbcd

Account Inlormation
SSN: WOAHETIT
Email Address®: frst lastiemail com
Old Password:
Hew Password: {
Canfirm Passwornd:

Question 17 n what city wern you boen? =

Answor®: Entsr response
Question 2%: What 15 the nams of the high school whans you graduabed?
Anpwort Enlif ra3pangs

Question 343 What i your motheds masdsn mame? =

Gum  Cancel

Answer®: Enter rspanse

Figure 9: Update Account

Profile

All FAITAS 2.0 users are required to create and maintain a personal
record that is referred to as an Employee Profile. The first time you
use FAITAS 2.0, you must complete the Employee Profile form.
Information in your Employee
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Profile is used to auto-populate training applications, thereby saving
you time and effort. It is critical to keep profile information up-to-date
and accurate. You may review and update your profile as often and

Upelat Profile

whenever you need.

Note: To use all the FAITAS 2.0 system functions, you must designate
a supervisor. If you discover your supervisor does not have an

account, send an email to request that your supervisor creates an
account.

1. Hover your mouse over the My Status tab. A drop-down list
displays.
2. Click Profile. The Employee Profile form opens. Required fields are

bold, maroon in color, and have asterisks. Some browsers may
not display the asterisks for required fields.

3. FAITAS 2.0 pre-fills your Social Security Number (SSN) information
with just your last four numbers.

- Complete all required information.

Select a supervisor by clicking the Select User button. If your
supervisor does not appear on the list, send an email
requesting that he/she set up a FAITAS account. Figure 10: Employee Profile

Click Update Information to continue or Cancel to return to
your Dashboard.

8 | Employee, Supervisor, Training Manager User Guide



Note: Even if your supervisor had not yet created an account, all
information you enter into your profile will be saved when you click
the Update Information button. After your supervisor creates an
account, log back into the system with your username and
password. Click the Select Supervisor button. Select your

supervisor's name from the drop-down list. Click the Update

Information button again to complete your profile information.

4. You may update your profile at any time by selecting Profile from
the My Status tab.

Dashboard

The Dashboard is your homepage. The number of widgets or
components that you see on the Dashboard depends on your role.

As an employee, you see:

e My Current Class List that lists the status of any course you have
requested and the Apply for Training link.

e Announcements about the system. System administrators and
registrars manage announcements.

e Transcript Summary for any course that you have completed.
n Widget Example 1: My Current Class List
n Widget Example 2: Announcements

H Widget Example 3: Transcript Summary
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My Current Class List
Course Title Status Start Date End Date
No current training requests.
Apply For Training (7]

Announcements
FAITAS 2.0 launches on May 31, 2011 ﬂ

Welcome to the new FAITAS! You can now apply for training in the new system. In the menu
under Help, check out the User Guides and the EAQ.

Transcript Summary
Position Data

Job Title: Chaplain
Career Field: Not Specified
Job Series: 0060

Figure 11: Dashboard Widgets

If you have not yet completed a course, your current job title, career
field, and job series information from your Employee Profile is listed.

The My Current Class List, Announcements, and Transcript
Summary widgets may be repositioned to customize the appearance of
the page.

To move a widget, first hover your mouse over the widget you want to
move, and then click the left mouse button. Without releasing the
mouse button, drag the widget with your mouse to a new location and
then release the mouse button. The widget stays in its new location. If
you need contextual help, hover over a question mark icon for
additional information.

The Apply for Training link opens the Course Search function. Go to
Search for Training for more information.




MANAGE CAREER

One advantage of FAITAS 2.0 is the convenience it provides
employees who need to apply for classroom or web-based training.
This can be done from any location in the world where there is an
internet connection.

The Manage Career tab provides functions to search and apply for
training (Search for Training), view training requests (My Training
Requests) and view past course history (My Training History).
Additional modules will be added in future FAITAS 2.0 updates.

HManage Career | Help | Laogout | Mot VA Pe

Seanch For Tramng

My Traming Requests

My Trasmwng Hstory

Figure 12: Manage Career
Training

Use the training menu to manage all aspects of training from searching
for courses to tracking existing requests to viewing your past training
history.
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Search for Training

1. Hover your mouse over the Manage Career tab. A training drop-
down menu displays. Hover your mouse over Training to display a
second drop-down menu. Click Search for Training.

Note: From your Dashboard, the Search for Training window also

opens when you click Apply for Training.

2. In FAITAS 2.0, there are several search options:

Standard Search

Keyword Search for Resident and Web Offerings

Keyword Search for Continuous Learning Modules

Search by Course Abbreviation

3. Once you locate the course you need through one of the search
options, FAITAS 2.0 walks you through the training request
process. Go to New Training Request for more information about
the process.
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Standard Search

Use the Standard Search option if you know the course title or course

number for Resident and Web Offerings or Continuous Learning 1. The standard option displays a complete listing. To begin the
Modules. standard search, follow the steps listed below:

n Standard Search Choose a Course Type, either Resident and Web Offerings or
Continuous Learning Modules.

blease sslect a course type: Click a radio button next to Order by Course Title or Order by
Resdent and Web Offenngs e.g. (AKN-1, CON 100 (DAU), CPARS [AM), HS-COTR)
o s ooy oy (o e Course Number for the course type you chose. A drop-down
order by Course Tite order by Course Number . .
(iSbmt ) list displays. Select your course.
Figure 13: Standard Search Option H Click the Submit button.

~ Standard Search

Please select a course typa:‘

Resident and Web Offerings e.g. (AKN-1, CON 100 (DAU), CPARS (AM), HS-COTR)
/) Order by Course Title © order by Course Number
‘ntmuous Learning Modules e.g. {CL 8)
Order by Course Title @ order by Course Number

Figure 14: Course Title or Course Number

2.  For Resident courses, the Locations for [Course Title] window
opens. For Continuous Learning Module or Web Offering
courses, the Create New Training Request for [Course Title]
window opens. Go to New Training Request for the next steps in
the training request process.

11 | Employee, Supervisor, Training Manager User Guide



Keyword Search

If you do not know the Course Title or Course Number for Resident and
Web Offerings or Continuous Learning Modules, use the Keyword
Search for Resident and Web Offerings or the Keyword Search for
Continuous Learning Modules to search for possible course options.

1. From the Course Search window, choose either Keyword Search
for Resident and Web Offerings or Keyword Search for
Continuous Learning Modules.

n Enter a key word in the Course Search field.

n A drop-down list displays. Choose a course from the drop-
down list. Click the Submit button.

El

Key Word Search for Resident and Web Offerings

Please begin typing a course title or number for autocomplete results
Course Search:  acql Submit ]

ACQ 201AINTERMEDIATE SYSTEMS ACQUISITION

ACQ 201B-INTERMEDIATE SYSTEMS ACQUISITION ‘
ACQ 265 [DAUFMISSION FOCUSED SERVICES ACQUISITION

ACQ 3T0-ACQUISITION LAW

ACQ 401 [DAURSENIOR ACQUISMON COURSE (SAC)

Search by Course A ACQ 404 (DAU)-SYSTEMS ACQUISITION MGMT COURSE FOR FLAG OFF
ACQ 405 (DAU-EXECUTIVE REFRESHER COURSE =

Key Word Search fg

Figure 15: Keyword Search

2. For Resident courses, the Locations for [Course Title] window
opens. For Continuous Learning Module or Web Offering courses,
the Create New Training Request for [Course Title] window
opens. Go to New Training Request for the next steps in the
training request process.
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Search by Course Abbreviation

1. Use the Search by Course Abbreviation when you want to narrow
the search results.

From the Course Search window, choose Search by Course
Abbreviation.

A drop-down list displays. Select the course abbreviation from
the drop-down list. Select the course from the list of courses in
the new drop-down list.

n Click the Submit button.

FEDERAL ACQUISITIO i

| My Status | Mansge Career

PALTAS = Manages Carsar = Traimind LG
cu
CLL
. e O LM
Course Search  [qg
CON
s wides mwdtiple dCOR
This lunlmfn provides multiple o
The "Standard” option allFac L
Click on "Autocomptete folFE of
Click on “Search by Cours|{GRT :
HES
+ Standard Search BN
IND
v Kay Word Search for Ras) FM
LOG
" Word Search for Con|PBA
PMT
POM
* Search by Course Abbri
RGM ud
Course Abbreviation: | --- Select a Course Abbrewiation == x|
Subsmit |

Figure 16: Search by Course Abbreviation
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n Click any underlined heading to sort the column information.

2. For Resident courses, the Locations for [Course Title] window n Note the Seats Available and Number of Waits columns.
opens. For Continuous Learning Module or Web Offering courses,
the Create New Training Request for [Course Title] window H Choose a Location to see further course details.

opens. Go to New Training Request for the next steps in the

training request process. Locations for ACQ 370

Flease dick on the location o select 4 dass
Locatsns displayed with Red Tast indhcata that Mene are no saats at tha location

New Training Request

Course Locations

After you locate a course, you will need to submit a training request. —— :
Some Resident and Web Offering and Continuous Learning Module MRS :

courses have required prerequisites; others do not. If you apply for a

course with prerequisites, FAITAS 2.0 will notify you of the prerequisites
before you complete the training request process.

Figure 17: Locations for Resident Course

3. The Classes for [Course Title] at [Class Location] window opens.
Resident Course With No Prerequisites This window indicates more information about the specific class
. . including verification of the class type, the reservation cut-off date,
For all resident courses, you need to choose a location. .
the start and end dates, as well as the number of current waits.

1. When you identify a resident course to request for training, click the

Submit button.

Note: Classes display with text if there are no seats at that

2. The Locations for [Course Title] window opens. It includes
information related to the location, school, number of classes at that
location, and the next class date. Additional information is provided
about the number of available seats as well as the number of waits.

location.
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Click one of the class numbers located under the Class T
heading to select a class FEDERAL ACOUISIT
. ¢ DERAL QUISITION INSTITUTE
FAITAS 'I"H.—\]N[i‘.'l.; APPLICATION :-1 TEM
n Note: Red text indicates there are no seats available. ; e Ve | it T [ e |

Create New Training Reguest for ACQ 370
Classes for ACQ 370 at FT BELVOIR, VA

ber to sebect the dass,
et Indicate thak there are ne seats available

+ Please dick on the d
- Classes deplayed wi
’ Fincal Vaar: 3013 Schosl Mawiber: 500 Couree Wember: 4G 370 Phass:  Class: 003

ITION LW

Class List

Figure 18: Available Classes for a Specific Course

4. The Create New Training Request for [Course Title/Number] epfarnas
window opens.

0 Leved Boiireed © RWYT N (habiing e
) Whaak Phone: 31591012 Ent

Training Offering Information contains specific class
information.

FAITAS 2.0 pre-populates your profile information into
Employee Information.

Check Training Remarks for course prerequisites.

Use the General Remark textbox to supply information to

expedite your training request.

“ When the form is complete, click the Submit Request button. Figure 19: Create New Training Request

5. The Create New Training Request form contains pre-populated
information from your Employee Profile. Check the information to
make sure it is still accurate. If you need to make changes, choose
Profile from My Status tab in the upper navigation bar.
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. If you need to contact your supervisor, use the email link under
Employee Information.

. Use the General Remark textbox to provide the reviewing official
with any information to expedite your application, including any of
the following prerequisite or equivalent training information:

e Any prerequisite information completed elsewhere

¢ Any warrants/certifications achieved

Federal Acquisition Institute Traning Application System (FAITAS 2.0)

. Review the training request information. Go to your Profile under

the My Status tab if any Employee Information needs to be
changed.

. To send an email to your supervisor, click the email link.

. Use the Remarks for Reviewing Official textbox to add information

to expedite your registration as indicated under Training Remarks.

. Click the Submit Request button.

. For an online course, the Training Request Confirmation for

[Course Title/Number] opens with a green successful confirmation

8. The information you include will be attached to this course request.
message.

You will need to re-enter any prerequisite or equivalent training

information on each new course application. n Note successful enroliment confirmation message.

9. After you click the Submit button, a confirmation message displays @ successi vou are envolledin L8 007 <)
to verify that your training request was forwarded to the next person

. Training Request Confirmation for CLB o007
in the workflow.

@ Traming request completed. Figure 21: Training Request Confirmation

It has been forwardad to your Supervisor for review, |

7. Your Dashboard updates with the new Training Request Status.

Figure 20: Training Request Confirmation
. n CLB 007 Cost Analysis displays with a Reservation status.
10. Your Dashboard updates with the New Course Status.

. . .. Dashboard
Online Course With No Prerequisites
Creating new training requests for online courses is a shorter process : " et
Course Title Status Start Date End Date
than for seat-based courses because you do not need to choose a CLB 007 - COST ANALYSIS Reservation Oct 12010 Sep 26 2011
Apply For Training (7]

location.

1. After you choose an online course from one of the drop-down lists
and click the Submit button, the Create New Training Request for
[Course Title/Number] window opens.

Figure 22: Updated Dashboard
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Courses With Prerequisites

Some courses require prerequisites. If you apply for a course with
prerequisites, FAITAS 2.0 displays the prerequisite information. It is
your responsibility to meet the prerequisites for a course. FAITAS 2.0
will permit you to submit a training request without meeting the
prerequisites; however, your training request application will not be
approved if prerequisites are not met.

All prerequisites must be completed before you can be approved for
the training. To meet the prerequisites, be sure that one of the
following conditions applies to you:

e You have completed the prerequisite(s).

e You have an approved fulfillment in your civilian or military
personnel file.

o If the prerequisite(s) are online, you must have a reservation and
start the online course before you will be given a reservation in the
course you are applying for.

o If the prerequisite(s) are classroom courses, and the course you are
applying for is a classroom course, you must have a reservation in
the classroom prerequisite and the start date/end date of the
prerequisite course must be before the start date of the course you
are applying for.

o If the prerequisite(s) are classroom courses, and the course you are
applying for is an online course, you will not be approved for the
online course until you have completed the classroom prerequisite.
Otherwise, your training request will not be processed.
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Resident Courses With Prerequisites

You need to choose a location for any resident course.

1. After you choose your resident course and click the Submit button,
FAITAS 2.0 displays the Prerequisite Information for [Course
Title].

Prerequisite Information for [Course Title] displays
prerequisite information.

n Prerequisite course title numbers are listed. For example, the
prerequisite course for CON 217 is CON 216 as indicated.

If one of the listed conditions applies to you, click the
Continue with Application button.

Prerequisite Requirements for CON 217 (DHS)

wis) reguired for the training you have reguested are isted below uisites must be completed before you can be aponoeed for the
Therefore, be sure that one of the following applies:

Nalfillmant in your chilan or miltary parsanne file.
ine, you must have a reservation and start the oniine course before you will be given 3 reservation in the course you are

me, you must have 3 reservation in the dassroom
CaIrag Yo 318 apElying fos

A

Figure 23: Prerequisite Information
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2. The Locations for [Course Title/Number] window opens.

- Click Location to see specific class information.

Locations for CON 217 (DHS)

CHYSTAL CITY, Y& RAL ACQUISITION INSTETUTE (FAL) 1 11 o un 10 2011

Figure 24: Locations for [Course Title]

3. The Classes for [Course Title] window opens. It includes
information about the class, class type, reservation cut-off date, start
and end dates, the number of available seats and the number of
waits.

Click the class number located under the Class heading to
select the class.

Classes for CON 217 (DHS) at CRYSTAL CITY, VA

GHoCt e 8245,
indicata that there are no seats available

- chesc on 1
asse:
Class List
Beservation Cut OFf Date St pate: End Gate. Seats Auailable Wit
07 tudents | Orsite Jun 10 2011 Jun 27 2011 12011 1 ]

Figure 25: Class Number

4. The Create New Training Request for [Course Title] opens.
n Training Offering Information contains class information.

n FAITAS 2.0 pre-populates your profile information.

H Check Training Remarks for course prerequisites.
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n Use the General Remark textbox to supply information to

expedite your training request.
BBl When the form is complete, click the Submit Request button.

FEDERAL ACQUISITION INSTITUTE

FEDERAL ACQU
} AP

o Pl WP ol e, Ch (O Sadeall Mebpanesl

Fivcal Vaars (013 School Merdber: 100 Cowrve Mumber, 405 370 Phae;  Class; 003
Course Thie ADTLESITION LW
Class Locathes; 5370 BELUON MDA , FT BELWTN , VA ZHG0 5583

13 Cless Bad Dby Wy & 3002

Cllyss. Sunn Daner ige

Schoad Wasme Did CABTTAL & WOETUELGT RECION CAMBUS
Guilvwry | Made of I Curreat Schidube: 12
Clans Ramarky:

Lmpleyme lalarmation

e O dachain Agescrn DOF  Bersas: A Sureaes For The Depatrest OF Ensrpy
el fdiems e e

e Saipirrie? [l o o g

Duls Cobez [0

Pay Pt 40 Pay Grade 01

Carees Febd  Lowed Baquireds 0 Leved Biiwed 0 KWF7 S0 (eabiing foone
Work Addrewn: Bos Swet wemon, 00 Work Phone: 539550012 Ent

- Orpanlration |

Sirwet: B Sraet © St 00

Training Ramarks .

Figure 26: Create New Training Request
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18

Remember that to successfully submit this training request, you
must indicate how you meet the required prerequisite.

If you have completed the prerequisite(s) outside of FAITAS 2.0,
forward a copy of your completion certificate or other evidence of
fulfillment to the FAI Registrar at training@fai.gov or enter one of
the following conditions in the General Remark textbox:

e Any prerequisite information completed elsewhere
e Any warrants/certifications achieved

e Specific information about required prerequisites

Click the Submit Request button. If you do not verify that you have
met the prerequisite, FAITAS 2.0 issues an error statement. Your
training request cannot be processed until there is information
about your completion of the course prerequisites in the General
Remark textbox.

If the request is successful, FAITAS 2.0 issues a green successful
completion message that indicates the next step in the workflow.

a Ty sy reused poepded ed

T Fejri Lomes Powi o dmidee] 1o pionm b gues i Bw 1o I

Figure 27: Training Request Completed
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9. My Training Requests under Manage Career updates with the new

Training Request Status.

Training Requests for [User Name] displays pending training

Training Requests for
Fending Iraining Reguests
Wierw /Edit Ml'.ﬂl - Chass - Logation
1

g Bt w12 501 053

MiEn/EdE 2011 [

Wew/Ed 2011 301 =

i - Ragistrar . e Jun
Wew/Edt 2011 501 0 tafford, va endmg Jun 10 2011 0 ) ;j L a0

Figure 28: Updated Pending Training Requests

10. If your supervisor approves the request, it is automatically

forwarded to the training manager and/or the registrar. The
registrar team process the request in accordance with established
business rules.

Note: In the event that a training manager is not assigned, your
training request is forwarded to the registrar following your

supervisor's decision.



mailto:training@fai.gov

Online Courses With Prerequisites

Online courses may be approved without being authorized by your
supervisor, whereas classroom-based courses require the approval of
your supervisor.

1. After you choose your online course in Course Search and click the
Submit button, FAITAS 2.0 displays the Prerequisite Information
for [Course Title].

Prerequisite Information for [Course Title] displays
prerequisite information.

Prerequisite course numbers are displayed. In this case, the
prerequisite course number for CON 217 is CON 216.

If one of the listed conditions applies to you, click the
Continue with Application button.

Prerequisite Requirements for CON 217 (DHS)

com 216 ‘

223C00MI0UE WEN ASRMCATIn

Figure 29: Prerequisite Information
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. The Create New Training Request for [Course Title] opens.

. To successfully submit the training request, you must indicate how

you meet the required prerequisites. To successfully submit this
training request, you must indicate how you meet the required
prerequisite.

. If you have completed the prerequisite(s) outside of FAITAS 2.0,

forward a copy of your completion certificate or other evidence of
fulfillment to the FAI Registrar at training@fai.gov or enter one of
the following conditions in the General Remark textbox as indicated
in Figure 30:

e Any prerequisite information completed elsewhere

e Any warrants/certifications achieved

e Specific information about required prerequisites

In the General Remark textbox, enter information explaining
how you meet the course prerequisites.

n When you are done, click the Submit Request button.

for Reviewing Official (

Gemeral Resark

=T ‘

Figure 30: Prerequisite Information Verification

. If you do not verify that you have met the prerequisite(s), FAITAS 2.0

issues an error statement. Your training request cannot be
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processed until there is an explanation about training prerequisite(s)
completion in the General Remark textbox. Note: In case a training manager is not assigned, your training

6. If the request is successful, FAITAS 2.0 issues a green successful request will be forwarded to a registrar.
completion message that indicates the next step in the workflow.

T mrang rezusrd porpleted
T Pt Do o w b 1 i aapeed st i narvsmar I

My Training Requests
Figure 31: Training Request Completed
L The Review Training Requests function allows you to keep track of
7. Your My Training Requests under the Manage Career tab updates

with the new Training Request Status your training request status. It provides the current status of your

request and allows you to

Training Requests for [User Name] displays pendin
B Req [ Idisplays p 8 e Review, make changes to, resend, or delete a pending request.

training requests. e Submit a cancellation request.
e Submit a new request.
Training Requests for
‘ Pending Fraining Requests.
view/pan kol Scheal - Course . cocie e Class « Location Status %ﬂmﬂzﬁ

o |™= |amz

Aberdeen Braving,  Supersisor oo D o
P 2011 2011

Pandng

visw/E 2012 S00F ACQIDIE  SYSTEMS 052
ACGARSITION

Superisor o hn
o0 Crystal City, VA SUpEns Jun 152011 20

MewEM | 2011 560 APM 102 e 201
Pendng 2011 2011 U

Suprisar o Ol 3 yng
Fendng  CF1IA ggp 3 am

PROGRAM
ViswEdE 2011 558 APMIS0A  MANAGEMENT 301 it e, dav.ml
PART &

Registrar

" - Jur
- R ADVANCEDTEST | oo g . L
Vew/EdE | 20011 501 TETanr e eemiw | 702 | Stafford,va mhang | Amiozou 20

24
1 20

Figure 32: Updated Pending Training Requests

8. If your supervisor approves the application, it is automatically
forwarded to the training manager and/or a registrar. The registrar
team process the application in accordance with established
business rules.
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Pending and Previous Training Requests

FAITAS 2.0 distinguishes between Pending Training Requests and
Previous Training Requests. To see a definition of the two phrases,
click the link as illustrated in Figure 33 of the Training Requests for
[Username] window.

Note the location of the link to display the Pending and
Previous Training Requests definition.

Training Requests for

isor, cick on the “View/Edit” link locate on the right

t; withdraw cancelation request, dick on the

Click harg for the defirition of Pending and Previowss Training Requests.

Figure 33: Pending and Previous Training Definition Link

Pending Training Requests are defined as training requests that are in
a workflow awaiting action by the Supervisor, Training Manager, or
Registrar. One of the following messages will be listed to indicate the
exact status:

Supervisor Pending

Training Manager Pending

Registrar Pending

System Pending
Registrar Hold
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Figure 34: Pending and Previous Training Requests

A Previous Training Request is defined as a training request whose
workflow has ended. In other words, a decision has been made. One of
the following messages will display to indicate the exact status:

Supervisor Disapproved
Training Manager Disapproved
Registrar Disapproved

System Disapproved
Reservation

Wait

Reservation: Pending Cancellation
Wait: Pending Cancellation
Registrar Cancelled

System Cancelled

No Show

Graduation

Not Completed



Training Request Review

1. In the Training Request for [Username] window, click the
View/Edit link beside a course title to manage a Pending Training
Request or Previous Training Request.

- Click View/Edit to manage training requests.

Training Requests for
Panding Training Requests
View/ean 0l Schoeal - Loust . coree Taie Class «  Location
ViewEdE 2012 SOIF  AQ 2O
isn/Edk s aeMiz

vewEdE 011 558

VewEdt | 2011 | 501 TeT 303

Figure 35: Training Request Review

2. The Training Request Review window opens. Depending on the
status of your training request, different options will be available.
For example,

o Ifyour training request status is Training Manager Pending,
then Edit Request, Resend Request, and Delete Request
options are available as illustrated in Figure 36.

o Ifyour training request status is Reservation, you may review
the training request.

o Ifyour training request status is Training Manager
Disapproved, you may resend the request.

o Ifyour training request status is Cancellation Pending Wait,
you may withdraw the cancellation request.
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o Ifyour training request status is Wait, you may cancel the
request.

n The Training Request Review window displays three option
buttons: Edit Request, Resend Request, and Delete
Request.

Training Request Review

tiew the training reguest below.

| Edit Request | | Resend Reguest | | Delete Request |

ng Offering Information
Fiscal Year: 2012 School Number: 501F Course Number: ACQ 2018 Phase:  Class: 052
Course Tithe: INTERMEDIATE SYSTEMS ACQUISITION

Figure 36: Edit, Resend, and Delete Requests
Edit Request
The Edit Request function permits employees to enter additional

information in the General Remark textbox. This information will be
reviewed by the next person in the workflow.

1. In the Training Request Review window, click the Edit Request
button to edit your training request.



Provide additional comments for the reviewing official in the
General Remark textbox.

n Click the Update Request button.

Edit Training Request for ACQ) 201B

Please review your traning request and provide the additional information requested, When complete, click on Update Request.
Training Offering Information
Fiscal Year: 2012 School Number: 501F Course Number: ACQ 2018 Phase:  Class: 052
Course Tithe: INTERMEDIATE SYSTEMS ACQUISITION
Class Location: ES027 BLACKHAWE ROAD , ABERDEEN PROVING , MD 210105242
Class Start Date: Dec 12 2011 Class End Date: Dec 16 2011
School Mame: DAL TRAINING CENTER ABERDEEN PROVING GROUND

et 12525 City: Farfay Stae: va

Tralning Remarks

In the box below please supply the following information to expedite your registration:
# Any prerequisibe mlormation completed elsewhers
« Any warranks/certifications achieved

Remarks between Employee and Approving Olficial{s) (Optional)

User Name/
Remark Date 6

for ing Official { )

'\

General Remark

[ Update Request n

Figure 37: Edit Training Request

Resend Request

The Resend Request function permits employees to resend a training
request.
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1. In the Training Request Review window, click the Resend Request
button.

In the Resend column, click the checkbox next to the
training request you want to resend.

Click this checkbox if you want a copy of the training request
to be send to your email address. You may check more than

one box if you have several training requests you want to
resend.

Click the Resend Notification button.

Resend Training Request Notifications

To resend notfication for 3 pending training request, cick on the checkbox to the left of the trainng
Aftor soloctng tha ones to resond, dick on the TResand Metification” button.
Check the bax o the right # you would lke & capy of the natification sent to your smal address:
Resend Training Request Notilication
Caurse

Rosond  Fiscal Schosl . . s Stat  End  Aslication  Dags
(¥esMo] Year Mumber Mumber * RNl Oz Stetws  Bessovotlon Do gote  [ate old
} . IWTEREDIATE SISTEMS supervisor Declz Declo g
12 Sa1F ACQ 2018 ACQUISTTICN 152 Pendng Dec 12 2011 011 2018 Jum 2 2011 10
o amjgy | CROGRAMMANSGEMENT oo Supevisoe Lo um30 Wm34 | May3
1 s APH 102 FUNDAMENTALS d Panding M 132011 | 2g1) 2011 2011 13

- PROGRAM MANAGEMENT Supeni o1 Sen 27
011 558 wph3s0n | ool 0 nw CETURNE=F Sl DR T LTI
Resend Hosfication

Figure 38: Resend Training Request Notification

2. After the Resend Notification button is clicked, a confirmation
message displays at the top of the window.

9 1 message(s) were sent

Figure 39: Email Message Sent



Delete Reservation

You may delete any reservation that has not been acted upon by your

supervisor.

Note: Choose Delete Reservation only if your supervisor has not
acted on your training request. If your supervisor has already made a

decision and you want to delete the reservation, you must request a
cancellation.

1. In the Training Request Review window, click Delete Request to
delete your training request.

2. Click the checkbox next to the training request you want to delete.

- A pop-up window displays to confirm your intention to delete
the training request.

If you wish to delete the training request, click the Yes:
— Delete Training Request button. Otherwise, click the Cancel
button to return to the Training Request Review window.

Training Request Review

Plaase raview the training request below. Delete Confirmation ’ x

Are you sure you want to delete this request?
| Edit Request Resend Request Delete Re

Training Offering Information Q
Fiscal Year: 2012 School Number: S01F C e ———
e N P O Yes: Delete Training Request

INTERMEDIATE SYSTEMS ACQUISITI

Cancel
#
5027 BLACKHAWK ROAD , ABERDEEN

MD 210105242
Dec 122011 Class End Date: Dec 15 2011
U TRAINING CENTER ABERDEEN PROVING GROUND

Figure 40: Deletion Request Confirmation
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3. Agreen deletion confirmation message appears as indicated in
Figure 44 and an email is sent to your supervisor.

a Request has been deleted.

Figure 41: Successful Deletion Message

Cancel Training

The convenience that the FAITAS 2.0 system provides extends into all
aspects of its user interface. In addition to making training requests,
you can cancel a training request if your status is Wait.

To cancel a training request, you will need to indicate a reason:

Schedule Conflict (Work Related)
Schedule Conflict (Personal)

Unable to Obtain Travel Funding
Personal or Family Medical Emergency
Other



1. To begin the cancellation process, in the Training Request Review
window, click Submit Cancellation Request.

Review the Training Request Review to check your
information. Notice any remarks that approving officials
may have already indicated.

The FAITAS 2.0 system automatically inputs the remark
date and the name of the person who enters a remark.

After you review the Training Request Review click the
Submit Cancellation button.

Training Request Review
Blease review the traning re

Submi Cancellsbon Request

Training Offering Information

Fiscal Year: 2011 School Number: 501 Course Number: 400 2016 Phase:  Class: 814
Course Tibe: INTERMEDIATE SYSTEMS ACQUISITION

C i H NG M 1 s

St 13335 vy e,
Training Request Information
Application Statws: Wt

Application Date:  May 30 2011

Wbcar M/ Ramark Date

= ‘

Remarks between Emphoyes
and Approving OFicial{s}

Figure 42: Review Training Request Information
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2. The Cancel Training Request for [Username] displays.

In the Select a Cancel Reason Code drop-down list,
choose the reason that best applies to your cancellation
reason.

n If you select Other, you must enter an explanation in the

Cancellation Remark(s) text box.

Click the Submit Cancel Request button.

Create Cancel Training Request for ACQ 201B

the axsting WATT

Work Widresss 125 e evrka donel 6582551 Ext -
Cancel Reavest Tntormation
R Select a Cancel Reason Code

Schadule Confic (Work Related)
‘Schedule Confict (Pevsarnal)

Unable to Obtam Trawsl Furding
Personal or Family Medical Emergency
Other{Comment Required)

Camcellaion -mnma
— )

Figure 43: Review Training Request Information

3. A green text message confirms the training request cancellation.

4. Your Training Request window updates by changing the course
Status from Wait to Cancellation Pending Wait.

Notice the course Status has changed to Cancellation
Pending.

—
Llass

—rm G B B o o e san i S

INTERMEDIATE Cancellabon

i

nn
oo . ane May 30
= B4 aberdesn Proving, MO LE NN T

Figure 44: Review Training Request Information



5. If your supervisor has not acted on your Cancellation Request, you
can withdraw the request.

Click the Withdraw Cancellation Request button on the
Training Request Review window.

Training Request Review
Please review the training request below.

Withdraw Cancellation Request

Training Offering Information
Fiscal Year: 2011 School Number: 501 Course Number: ACQ 2018 Phase:  Class: 614
Course Title: INTERMEDIATE SYSTEMS ACQUISITION

Figure 45: Withdraw Cancellation Request

6. A pop-up displays to give you a chance to verify whether you want to
withdraw the cancellation request. Click Yes: Withdraw
Cancellation Request to continue with the cancellation or Cancel
to return to the Training Request Review window.

After you withdraw your cancellation request, your Training
Request window updates by changing the Course Status
from Pending Cancellation Wait to Wait.

Previous Training Request

o o
viewEdt 011 s01 ale swmMs Bla abardun B eoieng, o ndre waszon  3mS 10 B
ACCUISTTION Wa 3011

Figure 46: Updated Training Request Cancellation
Resubmit Request

You can resubmit a previous training request that was cancelled or
disapproved.
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Click the Resubmit Request button in the Training Request
Review window.

lraining Kequest Keview

tearn revrm the tranng reguest beion

Training Dilering Informatien
Traising Raquest Intarmation
Application Status: Rogotra Canceled
Application Date:  Apr 13 2011

Click Resubmit Request button. l

o Srrulman d nit Nagoen. Eirer: Thice are 1o Seats avalahle i
Bwmarks ] 2 e b
o bt 7l agr 132008 s chaa. Plaisis Feek 0thet traing GooomUnSes.

- [pa————.

Figure 47: Resubmit Request

A green text message confirms that you resubmitted the training
request.



My Training History
Use the My Training History function to review information about

previously completed courses or to view the status of any pending
registrations.

Hover your mouse over the Manage Career tab. A drop-down
menu displays.

n Hover over Training. A second drop-down menu opens.

Click My Training History. The Training History for [User
Name] window opens for you to review your course history. The
status of each training request is listed under the Status
heading.

FERILNLE TEESLULY §UE

meee 1TAining request

OQ F01E

) status listed under
- Status heading.

Figure 48: Training History
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SUPERVISOR SYSTEM
FEATURES

In addition to managing their own training requirements, supervisors
use FAITAS 2.0 to approve or disapprove course applications from
employees they supervise. If you are a supervisor and need more
information about training requests, refer to Menu Items and System

Features. If you have both supervisor and training management roles
within FAITAS 2.0, refer to Training Manager System Features in this

User Guide for more information about the different reports that are
visible to Training Managers.
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With Supervisor rights, the main menu navigation bar contains the

following tabs:

My Status includes functions to view/edit your account, profile, and
dashboard.

Manage Career includes functions to request, edit, or view training
requests.

Manage Employees allows you to approve or disapprove training
requests from employees.

Manage Workforce allows you to view reports.

Help provides links to user guides and Frequently Asked Questions.
Logout allows you to logout from the FAITAS 2.0 website.

<Not [Username]? allows you to logout if your username is not
the one listed.

FEDERAL ACQUISITION INSTITUTE

Figure 49: Supervisor Navigation Bar



MY STATUS
Dashboard

The dashboard is your homepage. The number of widgets or
components that you see on the dashboard depends on your role.
Widgets can be moved around the page for you to customize its
appearance. When you hover over a question mark icon, a text message
may appear with contextual help.

1. Hover your mouse over the My Status tab. A drop-down menu
appears. The Dashboard is one of the listed features. For more
information, refer to the My Status section in this User Guide.

2. As Supervisor, your Dashboard includes the following:
e Supervisor Requests Pending Your Review

e Training Requests Pending Your Review (This is visible only if
there is no Training Manager.)

Note: If there is no Training Manager, supervisors will also see Training
Manager Pending Requests. From the Dashboard, supervisors can

Apply for Training. Refer to

section in this User Guide
for more information.

e My Current Class List
e Announcements
e Transcript Summary
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Dashboard
My Current Class List
Course Title Status Start Date End Date
Mo current traming requests.
Apply For Training 0
Supervisor Requests Pending Your Review
Course Name Location Close Date Start Date End Date
Mo training requests await your action.
Manage Training Requests 0
Announcements

Federal Acguisition Institute Traming Application System (FAITAS 2.0)

FAITAS 2.0 launches on May 31, 2011

Welcome to the new FAITAS! You can now apply for training in the new system. Inthe menu
under Help, check out the User Guides and the FAD,

Transcript Summary
Position Data
Job Tide: Supervisory Contract Specialist
Career Field: Contracting
Job Series: 1102

Figure 50: Supervisor Dashboard Widgets
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MANAGE CAREER

Training 3. The Review of [Course Title] Request for [Employee’s Name]
window opens. As a Supervisor, you may take one of the following
Refer to the Manage Career section of this User Guide for more actions:

information about Search for Training, My Training Requests, and

. . e Forward to Training Manager. This action notifies the employee
My Training History.

of your concurrence and forwards the request to the training

MANAGE EMPLOYEES manager or registrar if there is no training manager in the

L. workflow.
Tra/n/ng o Disapprove Request. This action notifies the employee that you
The FAITAS 2.0 system allows supervisors to approve or disapprove disapproved the request and places the training request in a
training requests from employees. disapproved status.

Review Training Requests

1. FAITAS 2.0 provides two ways to access pending requests. Within
your Dashboard, click Manage Training Requests or click Review
Training Requests under the Manage Employees tab. The Pending
Request for Supervisor window opens.

Pending Requests for Supervisor
+ Bafow afe SUD-ENSOr brareng reguests panding vour redew and conourrence. chok on the applicant’s name to aocess the traineng reguest
swpereisor Pending Requests
Nams - Eosal Schoo) Lourie 7 Class Reservation Avplied
Year Hismber Humber fClass  Status Close Dale StariDaie  EndDate PO
A W11 568 BPM 3508 S el Aug 24 2018 Aug 202011 Sep 232011 Apr 13 2011

2011 368 COMN ADM May 4 2011 Hay § 2011 May 132011 Apr 132011

Figure 51: Pending Requests for Supervisor

2. Click the employee’s name to approve or disapprove a training
request.
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Training Offering Information displays details about the
specific training.

View Training History includes information about the
employee’s past and present training requests.

Use the General Remark textbox to enter comments. This is
where you, for example, enter an explanation if the employee’s
training request is disapproved.

Click Add Remark button.

Click the Forward to Training Manager or Disapprove
Request button.
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Review of APM 350B (Arlington, VA) Request for
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Figure 52: Review of Employee Request

. If you approve the training request, it is sent to the agency’s training

manager who may approve or disapprove the request. Once the
training manager approves or disapproves the training request, an e-
mail notification is sent to the employee as well as to you as the
supervisor. If there is no training manager, your approval
recommendation is forwarded to the registrar.



5. In the Application window, you can also View Training History of
the employee. View Training History allows supervisors to look at
all the previous training requests that have been submitted by the
employee, current training requests, and what actions were taken by
the supervisor.

Training History

Course @ =« Course Title Status Start Date End Date
ACQ 2018 INTERMEDIATE SYSTEMS ACQUISITION Supervsar Peanding Sep 26 2011 Sép 20 2011
CLC 027 BUY AMERICAN ACT Reservation ot 1 2010 Sep 28 2011

Figure 53: Employee's Training History

6. Regardless of whether you approve or disapprove a training request,
a confirmation window opens that indicates the employee will
receive an email explaining your action. Click OK to close the
window.

MANAGE WORKFORCE
Reports

The Reports feature allows you to export or view several different
reports: Supervisory Report and Supervisory Registration Report.

The Reports navigation bar displays several tabs and links:

e Training displays the reports that are already set up within FAITAS
2.0.

o Deferred Status lists the long-running reports that you will pick up
at a later time.

e Click Recent to display a list of recent reports you have viewed.

e Click Accessibility ONLY if you are visually impaired and have a
JAWS screen reader. If you inadvertently click it, your FAITAS 2.0
banner and navigation bar will disappear. To retrieve them, click the
back button drop-down arrow. Select Reports. The navigation bar
and FAITAS 2.0 banner will display again.
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Note: If you have a JAWS screen reader, follow these instructions:

Press Insert-Shift-V to open your Personalized Web Settings
dialog box.
Ensure the virtual cursor is OFF.

Verify that the Graphics Recognized By is set to: Alt
Attribute.

Verify that Button Show Using is set to: Title.

Click the Enter button.

The Reports information bar includes several icons:

e Scroll up (&)

e Scroll down (L.¥)

e Scroll left (A)

e Scrollright (LP1)

e Refresh your screen (13)
e Opens a new window (/&)

Training

The Training tab is the default view within Reports. Listed reports
include fields that can be customized except for the Supervisory
Report. All listed reports are available in several formats: Active HTML,
Excel, PDF, and PowerPoint. The actual formats available will depend on
the specific report you request.

To run a report, report data are pulled from a data warehouse which is
updated once daily. This protocol allows reports to run without
affecting the performance of the main transactional database in use by
all other ATRRS users.



Hover your mouse over the Manage Workforce tab. A drop-
down menu displays.

Click Reports. The Reports window displays with a list of
viewable reports.

Reports

Figure 54: Available Supervisor Reports

Supervisory Report

To view and/or export a report of all records, select Supervisory
Report.

1. With the Reports window open, click Supervisory Report.

2. A Please Wait message displays in the Output panel while the
system processes the request.
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3. The Report option window displays the total number of records
available with the following headings:

Name

Email

Agency Name
Bureau Name
Plan

Grade

Job Series
AWF

Career Field
Career Path
Level Required
Level Achieved
Intern

Profile Update Date

M supervesory Repon

Jaly x
Wane W Exmail ¥ Agency Hanie W BureauBane ¥ PayPlan ¥ Gode W Sesies W NWE W Coresi |
0 Coninac

18 1802 s [T

Fregran
Wanage

13 102 tes Comirac =

Figure 55: Supervisory Report Default View

4. Note that the default Supervisory Report view is the HTML view.
Continue with the Report Customization Menu section to view

available customization and/or filtering options.



Report Customization Menu

1. When the HTML view displays, use the down arrow ( ™) located

next to each heading title to open the Report Customization menu.

2. The Report Customization menu provides multiple report options.
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Use the options to alter the report as necessary.

Sort Azcending

Sort Descending
Fitter >
Chart »>
Hide Column

Show Records
Export
Print »>
Restore Criginal

¥

Figure 56: Report Customization Menu

Use the Sort Ascending and Sort Descending options to reorder
the information in a column. The corresponding information in
the other columns is reordered accordingly. Select Sort
Ascending to view the information in order from the lowest data
element to highest data element, for example, A to Z or 1 to 10,
etc. Select Sort Descending to view the information in order from
the highest data element to lowest data element, for example, Z to
A or 10 to 1, etc. The default sort option for the report is Sort
Ascending.
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. Use the Filter option to filter the report results by information

within a column. Select the down arrow ( ¥!) that corresponds to
the column by which you want to filter the report. Hover your mouse
over the right facing arrow (™ ) next to Filter on the Report
Customization menu to open the Filter Type drop-down menu.
Select a Filter type. The Filter Selection window opens. Use the down
arrow in the window to make filter selections. New windows open to
allow for selection. Figure 57 illustrates the selection of the Career
Path column. The user chose to filter the report to show only the
career path that equals Procurement Analyst. Based on this filter
parameter, the Supervisory Report displays just the procurement

analysts.
Filter Selection e
| %] Career Path [Equals v [Procurement Analyst I~ 5
Confracting ‘
Operator: AND | Add Condition | Fiter | Highlight | Clear  Officer
Mon-IT |
. Procurement

" Analyst

Figure 57: Filter Selection from Report Customization Menu

To change the filter type from Equals to another type, select the
down arrow ( (™) next to the column heading name (Career Path)
in the Filter Selection window. A drop-down menu opens. Select
the filter type and enter new filter parameters as necessary.
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Job

Agency Name ¥ Bureaul Grade ™ = Career Field ¥ Career Path hd

S;J;txsuending

x| Career Fath [Equals

Operator: AND |

Add Condition

=
Equals

Mot equal
Greater than

Greater than or
equal to

Less than
Less than or

*|Analyst

ight

5,

Clear All

Department Of Drug En . " Procurement
Justice Admminis Chart Optlon 14 Sort Descending Contracting Analyst
Department Of LS. Mar Fiter Procurement

Justice

Sarvice

Grade BY Bureau Name

‘'2mn

13

=ES|

Chart

»  Contracting

Pie

Analyst
P Procurement

equal to
Between
Contains
Contains {match
case)

Omits

Omits (match
case)

Change Filter

Type
Selection

Figure 58: Change Filter Type

e To remove a filter, click the Clear All button or select the ()
icon in the upper right corner of the Filter Selection window. The
() icon also closed the Filter Selection window.

The Chart option displays graphical representations of the report
data. Select the down arrow ( ™) that corresponds to the column
for which you want to view a graph. Hover your mouse over the right
facing arrow (™) next to Chart on the Report Customization menu
to open the Chart Type drop-down menu. Hover your mouse over
the right facing arrow ('™ ) next to the chart type you prefer to open
the Group By (X) drop-down menu. Select a Group By option. The
graph opens in a new window.
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Justice Service
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Figure 59: Tlustrated Chart Option

6. Select Hide Column from the Report Customization menu to hide

the corresponding column. Select Show Columns from the Report
Customization menu to select which hidden columns to add back to
the report. Select Show All from the Show Columns sub-menu to
view all columns, including those which were previously hidden.

. Select Show Records in order to adjust the number of records

shown in the report window at a time.
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Sort Ascending
Sort Descending

™ = Career Field h J

Contracting

Fitter +  Contracting
Chart >
Zontracting
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Export
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Print
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Figure 60: Show Records

The Export option allows users to export the report to HTML, CSV
(comma delimited) and XML (viewable in Excel). Users may choose to
export the entire report or the filtered report.

Select Print to print the report. Users may choose to print the entire
report or the filtered report.

The Restore Original option removes all report customization and
returns the report to its default view.

To choose a report option other than the default HTML view, for
example, Excel, PowerPoint, or PDF, select a Report Format option
from the drop-down menu.

Excel

e Select Excel from the Report Format drop-down menu. Click
the Go button.

e The File Download window opens. Users have the option to
Open, Save, or Cancel the download. Select Open to open the
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report immediately in Excel. Click the Save button to select a
save location on your hard drive. Select the Cancel button to
close the File Download window. Close the window to return to
the Reports window.

e When the report opens, use the filter options within Excel to
customize the report to meet your needs. You may save or print
the file. Once finished, close the Excel window to return to the
Reports window.

A

oty
Payian  Grado  Series BT Carear Pl

Figure 61: Sample Excel Supervisory Report
PDF

e Select PDF from the Report Format drop-down menu. Click
the Go button.

e When the PDF report opens, use the filter options within to
customize the report to meet your needs. You may save or
print the file. Once finished, close the window to return to the
Reports window.
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Figure 62: Sample PDF Report

PowerPoint

Select PowerPoint from the Report Format drop-down menu.
Click the Go button.

The File Download window opens. Users have the option to
Open, Save, or Cancel the download. Select Open to open the
report immediately in PowerPoint. Click the Save button to
select a save location on your hard drive. Select the Cancel
button to close the File Download window. Close the window
to return to the Reports window.

When the report opens, use the filter options within
PowerPoint to customize the report to meet your needs. You
may save or print the file. Once finished, close the window to
return to the Reports window.
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Email

1§

Figure 63: Sample PowerPoint Report

Supervisory Registration Report

When you know the fiscal year and teaching school for which you want
to view and/or export a supervisory registration report, choose
Supervisory Registration Report.

1. With the Reports window open, click Supervisory Registration
Report.

2. The Supervisory Registration Report displays in the Output
window.

Report Options - Supervisory Registration Report

Ropor Foamat: At ATHL =
“Fiscal Yoar: 2011
“Tenching Schoal:  Seec Tascnng Scheol =
Staeus: [
Comren:

Dote RaNgA: 0ot 12010 To Sep 03N [rcusve) | Cleas Dale

Gl Repon

Figure 64: Supervisory Registration Report

3. Choose a Report Format from the drop-down menu.
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The Active HTML Report Format is the default view. Refer to the
Report Customization Menu section in this User Guide for specific

information about customization options.

To choose a report option other than the default HTML view, for
example, Excel, PowerPoint, or PDF, select a Report Format option
from the drop-down menu.

Excel

o Select Excel from the Report Format drop-down menu. Click the
Go button.

e The File Download window opens. Users have the option to
Open, Save, or Cancel the download. Select Open to open the
report immediately in Excel. Click the Save button to select a save
location on your hard drive. Select the Cancel button to close the
File Download window. Close the window to return to the
Reports window.

e When the report opens, use the filter options within Excel to
customize the report to meet your needs. You may save or print
the file. Once finished, close the Excel window to return to the
Reports window.
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Figure 65: Sample Excel Supervisory Report

PDF

Select PDF from the Report Format drop-down menu. Click the
Go button.

When the PDF report opens, use the filter options within to
customize the report to meet your needs. You may save or print
the file. Once finished, close the window to return to the Reports
window.

@ https:/fwww.atrrs.army.milfibi_apps/WFServiet?PG_REQTYPE=REDIRECTAPG_MRsaved=false&PG... |1 (=0 [REs|

-

Show previous page {Left Arruw_\l

Figure 66: Sample PDF Report
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PowerPoint

e Select PowerPoint from the Report Format drop-down menu.
Click the Go button.

e The File Download window opens. Users have the option to
Open, Save, or Cancel the download. Select Open to open the
report immediately in PowerPoint. Click the Save button to
select a save location on your hard drive. Select the Cancel
button to close the File Download window. Close the window to
return to the Reports window.

e When the report opens, use the filter options within PowerPoint
to customize the report to meet your needs. You may save or
print the file. Once finished, close the window to return to the
Reports window.

Jaity
WA Email Bsrdit Hams PayPlan Grade  Saries  AWF

Agency Mans

Ve

Figure 67: Sample PowerPoint Report

Notice that there are two required fields in the Supervisory
Registration Report: Fiscal Year and Teaching School. Required
fields are bold with red text and have asterisks. Some browsers may
not display the asterisks. The other fields indicated are optional.

The Fiscal Year option provides a choice of past, present, and future
years. From the Fiscal Year drop-down menu, select the year from
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which you want data pulled. Note that only one year may be selected
per report request. In order to view reports for multiple years,
change the year before you run a new report. Repeat as necessary
until all required years have been used to generate reports.

. Select a Teaching School from the drop-down list. Note that only

one school may be selected at a time. In order to view reports for
multiple schools, change the Teaching School selection before you
run a new report. Repeat as necessary until all required teaching
schools have been used to generate reports.

. Click the appropriate status, for example, reservation, input, wait,

graduation, cancellation, or no show. Note that there is an option to
select all status types.

To view registration information about a specific course, select the
Course title/number from the Course drop-down list.

To select a specific data range within a fiscal year, enter the dates in
the Date Range field. Note that when you click in the first box, a
calendar displays. You must select a month, year, and date in order
for the new date to display. Note that the dates you choose to enter
will be inclusive. Click the Clear Date button to delete the date range
entries.

w7 18| 19 zo| z1|| 22

Figure 68: Date Range Calendar
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Click the Get Report button. The report displays.

To export the report, Select Export Format from the drop-down
list.

e SelectExport Format | =

Select Export Format

Figure 69: Export Format Drop-Down List

After you choose the report format to export, click the Go button
to export the report in the chosen format.

A small blank window opens.

For Microsoft Office (Excel, MS Word, and PowerPoint) and PDF
report formats, selection of the Get Report button usually
generates a File Download pop-up. Occasionally, the report
opens in the Output window.

When the File Download pop-up displays, you have the option to
Open, Save, or Cancel the download.

Select Open to open the report immediate in the appropriate
program for the selected Report format. Click the Save button to
select a save location on your hard drive. Select the Cancel button
to close the File Download window.
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19. The report opens. Review, save, or print the file.

20. Once you are finished, close the report window to return to the
Reports window. Select the << Go back to Report Options to return
to the Reports window.

Deferred Status

The Deferred Status tab organizes reports by Queued, Running, and
Completed. Reports may be deleted from any panel but only
completed reports may be viewed.

Note: In general, reports that display within the Deferred Status

window will be those reports that take a long time to process.

Dedurred Heport Status as of Waednesday, J
marwen Q| S Dae o Bl | seem X | e

Rufesh avery saconds. (min. & seconds]  Enable Refrash

Figure 70: Deferred Status Window

Once you click Submit Report, the report request is sent. While the
report waits to run, it displays in the Queued section of the Deferred
Status window. When the report begins to run, it is transferred to the
Running section of the



window. Most reports are completed within a few minutes. Some may

take longer due to selected parameters and or system usage. For

example, a report with a few parameters submitted when the system is

not busy completes more quickly than a report with many parameters

submitted during peak system usage time.

You are not notified when a report is ready. You must check back to see

your request’s status.

1.
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To check on the status of a request, refresh the Deferred Status
window manually or set the window to refresh automatically after a
user-defined number of seconds. To manually refresh the Deferred
Status window, click the Refresh symbol ( 0), To enable automatic
Refresh, enter the number of seconds, not less than 5, in the
Refresh every __ seconds text box underneath the Refresh
symbol ( 0),

. Once an amount of time has been specified, click the checkbox next

to Enable Refresh to add a check ( |:|). This allows the system to
automatically refresh the window every time the specified number of
seconds passes. To disable the automatic Refresh function, click the
checkbox again to remove the check ( D).

. Once a report is run, it remains in Completed for twenty-nine days.

While the report is accessible, the window shows the submitted date
and the days that remain until the report expires.
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. You may check completed reports at any time during their accessible

period. To do so, click the View button next to the report.

. You may delete reports from Completed, Running, and Queued at

any time. To do so, click the Delete button ( P®€t) next to the
report you wish to remove. A notification shows to confirm the name
of the report to be deleted. Click OK to delete the report or click
Cancel to return to the Deferred Status window without removing
the report.

. Another way to delete reports is to use the red ( X ) button found in

the menu bar of the Deferred Status window. Click the button and
then select from the drop-down menu to delete all reports or to
delete all reports under Completed, Running, or Queued. Note that
the drop-down menu will vary depending on the visible headings.
For example, if there are only Completed reports, the delete drop-
down menu options are All and All Completed, but if there are
Completed and Running reports, the drop-down menu options are
All, All Completed, and All Running.

. To delete multiple reports without selecting all reports or all reports

under a heading, each report must be removed separately using the
method described in paragraph 5 above.

. You may select the Run button to rerun a report with the stored

parameters used to run it in deferred mode.



TRAINING MANAGER
SYSTEM FEATURES

While training managers may request and manage their own training in
FAITAS 2.0, the system'’s primary use at this level is to allow Training
Managers to approve or disapprove employee training requests
forwarded by one or more supervisors.

Note: If you have both Training Manager and Supervisor roles
within FAITAS 2.0, you do not need to refer to
in this User Guide because the relevant supervisor

information is integrated in this Training Manager section.

For more detailed information about how to use FAITAS 2.0 for your
own training needs, refer to Section 6: Menu Items and System

Features in this User Guide.
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Note: If there is no training manager assigned, the supervisor’s

decisions go directly to the registrar to be processed.

As a Training Manager, the main menu navigation bar contains the
following tabs:

e My Status includes functions to view/edit your account, profile, and
dashboard.

e Manage Career includes functions to request, edit, or view training
requests.

¢ Manage Employees allows you to process training requests.

¢ Manage Workforce allows you to view reports.

e Help provides links to user guides and Frequently Asked Questions.

e Logout allows you to logout from the FAITAS 2.0 website.

e <Not [Username]? allows you to logout if your username is not
the one listed.

FEDERAL ACQUISITION INSTITUTE

Figure 71: Training Manager Navigation Bar
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MY STATUS

Dashboard Dashboard
The dashboard is your homepage. The number of widgets or Training Manager Pending requests in your queue.
components visible on the dashboard depends on your role. Widgets Spars: L ;‘“‘ﬁ"" c":" ""': 5:" Ll e
0 tranmg requests awating your achon.
can be moved around the page for you to customize the window's ©
appearance. When you hover over a question mark icon, a text message My Current Class List
may appear with contextual help. ' = ST G
Supervisor Apr 12 Apr 22
(] d 2011 2011
1. Hover your mouse over the My Status tab. A drop-down menu e @
appears. The Dashboard is one of the listed features. For more = .
details about the other features, refer to the My Status section in
this User Guide.
2. As Training Manager, you see: iEnnscrio Summany
e Training Requests Pending Your Review Job Title: Good Engineer
. Career Field: Program Management
e My Current Class List iy L
¢ Announcements
e Transcript Summary Figure 72: Training Manager Dashboard

3. From your Dashboard, you can Apply for Training and Manage
Training Requests. Refer to the Manage Career section in this
User Guide for more information.
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MANAGE CAREER
Training

Refer to the Manage Career section of this User Guide for more
information about Search for Training, My Training Requests, and
My Training History.

MANAGE EMPLOYEES
Training

The FAITAS 2.0 system allows training managers to approve or
disapprove training requests.

Review Training Requests

1. FAITAS 2.0 provides two ways to access pending requests. Within
your Dashboard, click Manage Training Requests or click Review
Training Requests under the Manage Employees tab. The Pending
Request for Training Manager window opens.

Pending Requests for Training Manager

StatOse  Endpate  poslied

Sep 26 2011 Sep 302011 Age 132011

1 ApemImn

Figure 73: Pending Requests for Training Manager

2. Click the employee’s name to approve or disapprove a training
request.
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3. The Review of [Course Title] Request for [Employee’s Name]
window opens. As a Training Manager, you may take one of the
following actions:

Forward to Registrar. This action notifies the employee of your
concurrence and forwards the request to the registrar.

Disapprove Request. This action notifies the employee of your
disapproval and places the training request in a disapproved
status.
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Figure 74: Training Review Request

4. In the Training request window, you may also View Training History
of the employee. View Training History allows training managers to
look at all the previous training requests that have been submitted

by the employee as well as the status of current training requests.
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Training History

Course # + Course Title Status Start Date End Date
ACQ 2018 INTERMEDIATE SYSTEMS ACQUISITION Supervisor Pending Sep 262011  Sep 30 2011
Q027 BUY AMERICAN ACT Reservation Oct 12010 Sep 28 2011

Figure 75: Employee's Current Training History

5. Enter remarks for the employee in the General Remark textbox.

This is where you, for example, enter an explanation if the
employee’s request is disapproved.

. Click the Add Remark button to ensure the remark is saved.

@ General Remark added
Review of ACQ 201B (California, MD) Request for .

Your employes has submitted the following request for raining,  Please review the requets and use the buttons at the bottom of the screen to take cne of
the folawing actions

Forward To Registrar: Notfies the apphcant of your concurmence and forwards the request to Registrar,
Disapprove Request: Notifies the applicant of your dsapproval and places the training request in 3 disapproval status,

Figure 76: General Remark Successful Message

. Choose Forward to Registrar or Disapprove Request. After you act

on a training request, it is sent to the registrar. An e-mail notification
is sent to the employee and the supervisor to advise them of your
decision.

. Regardless of whether you approve or disapprove a training request,

a confirmation window opens that indicates the employee will
receive an email explaining your action. Click OK to close the
window.

@  Feouest aporoved
Pending Requests for Training Manager

- Bolow are supenisor training requasts pending your review and concumence. dick on the apphcant’s nams ta access the traning requast

Supervisor Pasding Requests,

» ol School Lourse a £lasz Rescrvation Apolied
Hame Year Hsmbet TNumber Class  Stotus Close Date StariDate  End Date Date
1 o1 501 BOF 211 703) | Sumemviear Aug 282001 Sep 122011 Sep 162011 Apr 182011

Figure 77: Employee Training Request Approved



MANAGE WORKFORCE
Reports

The Reports feature allows you to export or view several different
reports:

e Agency Registration Metrics
e Registration Report
e Organizational Structure Report

To run a report, report data are pulled from a data warehouse which is
updated once daily. This protocol allows reports to run without
affecting the performance of the main transactional database in use by
all other ATRRS users.

The Reports navigation bar displays several tabs and links:

e Training displays the reports that are already set up within FAITAS
2.0.

o Deferred Status lists the long-running reports that you will pick up
at a later time.

e Click Recent to display a list of recent reports you have viewed.

e Click Accessibility ONLY if you are visually impaired and have a
JAWS screen reader. If you inadvertently click it, your FAITAS 2.0
banner and navigation bar will disappear. To retrieve them, click the
back button drop-down arrow. Select Reports. The navigation bar
and FAITAS 2.0 banner will display again.
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Note: If you have a JAWS screen reader, follow these instructions:

e Press Insert-Shift-V to open your Personalized Web Settings
dialog box.

Ensure the virtual cursor is OFF.

Verify that the Graphics Recognized By is set to: Alt
Attribute.

Verify that Button Show Using is set to: Title.

Click the Enter button.

The Reports information bar includes several icons:

Scroll up ()

Scroll down (™)

e Scroll left (4)

e Scroll right (LM)

e Refresh your screen (1Y)
e Opens a new window (&)
Training

Most listed reports include fields that can be customized. All listed
reports are available to be viewed or exported in several formats: Active
HTML, Excel, PDF, and PowerPoint. The specific report formats available
will depend on the specified report that you request.



Hover your mouse over the Manage Workforce tab. A drop-
down menu displays.

Click Reports. The Reports window displays with a list of
viewable reports.

Reports

|l Training

Reports

Deferred Status

] *]O|F]| Output

Agency Registration Metrics

Registration Report

Organizational Structure
Report

Figure 78: Available Training Manager Reports

Agency Registration Metrics

To view and/or export a report for a specific fiscal year and status type,
choose Agency Registration Metrics.

1. With the Reports window open, click Agency Registration Metrics.

2. The Agency Registration Metrics report displays in the Output
window.

n Complete the required fields: Fiscal Year and Status Type.
n Fill in additional fields, for example, Teaching School,
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Agency, to refine your report.

n Click the Get Report button.
Reports |

2[4 HIOIE) outpar
3 Training

F8) Agency Registration Mt Report Options - Agency Registration Metrics
erm Format: Acive HTML = 4

*Fiscal Year: 2011 =

*Status Type: Al
Teaching School: -

Agency:

| GetReport |

Figure 79: Agency Registration Metrics Required Fields

The Report Format options are Active HTML, Excel, PDF, and
PowerPoint, but the available options may vary by report. Note that the
Excel download format retains formulas rather than converting the data
to the numerical formula output. Select a format from the Report
Format drop-down menu.

Report Format: | Active HTML

Active HTML
BExcel

POF
Powerpaint

Figure 80: Report Format Drop-Down Menu

The Active HTML Report Format is the default view. Continue with
Report Customization Menu section to view available customization

and/or filtering options.



Report Customization Menu

1.
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When the HTML view displays, use the down arrow ( ™) located
next to each heading title to open the Report Customization menu.

. The Report Customization menu provides multiple report options.

Use the options to alter the report as necessary.

Sort Azcending

Sort Descending
Fitter >
Chart »>
Hide Column

Show Records
Export
Print »>
Restore Criginal

¥

Figure 81: Report Customization Menu

. Use the Sort Ascending and Sort Descending options to reorder

the information in a column. The corresponding information in the
other columns is reordered accordingly. Select Sort Ascending to
view the information in order from the lowest data element to
highest data element, for example, A to Z or 1 to 10, etc. Select Sort
Descending to view the information in order from the highest data
element to lowest data element, for example, Z to A or 10 to 1, etc.
The default sort option for the report is Sort Ascending.

. Use the Filter option to filter the report results by information

within a column. Select the down arrow ( ¥I) that corresponds to
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the column by which you want to filter the report. Hover your mouse
over the right facing arrow (™ ) next to Filter on the Report
Customization menu to open the Filter Type drop-down menu.
Select a Filter type. The Filter Selection window opens. Use the down
arrow in the window to make filter selections. New windows open to
allow for selection. Figure 57 illustrates the selection of the Career
Path column. The user chose to filter the report to show only the
career path that equals Procurement Analyst. Based on this filter
parameter, the Supervisory Report displays just the procurement
analysts.

Filter Selection 1 %]
| x| Career Path |-Equnlls r |Procurernentﬁ-na1','5t r |
Contracting |
Operator: AND | Add Condition | Filter | Highlight |  Clear  officer
Non-IT |
J Procurement

" Analyst

Figure 82: Filter Selection from Report Customization Menu

e To change the filter type from Equals to another type, select the
down arrow ( ) next to the column heading name (Career
Path) in the Filter Selection window. A drop-down menu
opens. Select the filter type and enter new filter parameters as
necessary.
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Filter Selection ]

x| career Path |Equals T - *|Analyst v

Equals
ight Clear All

Mot equal
| Greater than

Greater than or
equal to

Less than

Operator: AND | Add Condition

. Less than or
Change Filter _ equal to

Type " Between

. Contains
Selection Contains (match

case)
Omits
Omits (match
case)

Figure 83: Change Filter Type

e To remove a filter, click the Clear All button or select the ()
icon in the upper right corner of the Filter Selection window.
The () icon also closed the Filter Selection window.

The Chart option displays graphical representations of the report
data. Select the down arrow ( ™) that corresponds to the column
for which you want to view a graph. Hover your mouse over the right
facing arrow (™) next to Chart on the Report Customization menu
to open the Chart Type drop-down menu. Hover your mouse over
the right facing arrow ('™ ) next to the chart type you prefer to open
the Group By (X) drop-down menu. Select a Group By option. The
graph opens in a new window.
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Joh

Agency Name W Bureaul Grade = T-—-- = ™" = CareerField ¥ CareerPath ¥
Departrment Of Drug En Sert Ascendng Frocurernent
Justice Admin s Chart Opt]Dn 14 Sort Descending Contracting Analyst
Dep_artmem of LS. Mar 13 Fiter » Contracting Procurement
Justice Service = Analyst
Grade BY Bureau Name SEL Pig » Procurement
' =
SMETEEE BHom )
Hide Column Line B Analyst
Grade BY Bureau Name Bar x  Drocorarmond +
40 - Group By (X)
Show Records  »
" Export > Program HName
Print > Managemer e
- Restore Original Agency Name
T2 Yes Contracting
Bureau Name
PayPlar
10 02 Yes  Contacting o
Grade
o - = 1102 Yes Cortracting oD Series
Buray Of Prisonutaser) P Fesers Bursa Of Invessigal Cfoss. Saards Ana Chsice: AW
Crug Enforoament Agministn  Oioe ©f Justios Progrsms 1.5, Marshals Samvice
Career Field
1102 fes Contracting Career Path
Level Required
DERImE Ol W CikrtiEds 55 14 1811 Mo Level Achueverd
Justice Service

Intern
Profile Update Date

Figure 84: Ilustrated Chart Option

. Select Hide Column from the Report Customization menu to hide

the corresponding column. Select Show Columns from the Report
Customization menu to select which hidden columns to add back to
the report. Select Show All from the Show Columns sub-menu to
view all columns, including those which were previously hidden.

. Select Show Records in order to adjust the number of records

shown in the report window at a time.
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™ oo-teo == maw = foreer Field
Sort Ascending . -

Sort Descending Contracting
Fitter » Contracting
Chart >

Contracting
Hide Column

Caontracting
Show Records =

Default
Export
. 5 Records
Print
. 10 Records
Restore Original
Show All

TTUL TRE

Figure 85: Show Records

The Export option allows users to export the report to HTML, CSV
(comma delimited) and XML (viewable in Excel). Users may choose to
export the entire report or the filtered report.

Select Print to print the report. Users may choose to print the entire
report or the filtered report.

The Restore Original option removes all report customization and
returns the report to its default view.

To choose a report option other than the default HTML view, for
example, Excel, PowerPoint, or PDF, select a Report Format option
from the drop-down menu.

Excel

e Select Excel from the Report Format drop-down menu. Click
the Go button.

e The File Download window opens. Users have the option to

Open, Save, or Cancel the download. Select Open to open the
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report immediately in Excel. Click the Save button to select a
save location on your hard drive. Select the Cancel button to
close the File Download window. Close the window to return to
the Reports window.

e When the report opens, use the filter options within Excel to
customize the report to meet your needs. You may save or print
the file. Once finished, close the Excel window to return to the
Reports window.

Figure 86: Sample Excel Supervisory Report
PDF

¢ Select PDF from the Report Format drop-down menu. Click
the Go button.

e When the PDF report opens, use the filter options within to
customize the report to meet your needs. You may save or
print the file. Once finished, close the window to return to the
Reports window.
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Figure 87: Sample PDF Report

PowerPoint

Select PowerPoint from the Report Format drop-down menu.
Click the Go button.

The File Download window opens. Users have the option to
Open, Save, or Cancel the download. Select Open to open the
report immediately in PowerPoint. Click the Save button to
select a save location on your hard drive. Select the Cancel
button to close the File Download window. Close the window to
return to the Reports window.

When the report opens, use the filter options within PowerPoint
to customize the report to meet your needs. You may save or
print the file. Once finished, close the window to return to the
Reports window.
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Wame Email

Figure 88: Sample PowerPoint Report

Notice that there are two required fields: Fiscal Year and Status
Type. Required fields are bold with red text and have asterisks.
Some browsers may not display the asterisks. The other fields
indicated in the Agency Registration Metrics report are optional.

The Fiscal Year option provides a choice of past, present, and
future years. From the Fiscal Year drop-down menu, select the
year from which you want data pulled. Note that only one year
may be selected per report request. In order to view reports for
multiple years, change the year before you run a new report.
Repeat as necessary until all required years have been used to
generate reports.

*Fiscal Year: 2009 |L

Select Fiscal Year
2008

2010
2011
2012

Figure 89: Fiscal Year Drop-Down Menu
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In the Status Type required field, click the appropriate status, for
example, reservation, input, wait, graduation, cancellation, or
no show. Note that there is also an option to select all status

types.

Select a Teaching School from the drop-down list. Note that only
one school may be selected at a time. In order to view reports for
multiple schools, change the Teaching School selection before
you run a new report. Repeat as necessary until all required
teaching schools have been used to generate reports.

Select an Agency from the drop-down list. Note that only one
agency may be selected at a time. In order to view reports for
multiple agencies, change the Agency selection before you run a
new report. Repeat as necessary until all required agencies have
been used to generate reports.

Click the Get Report button.

A Please Wait message displays in the Output window while the
system processes the request.

For HTML output report formats, the report opens in the Output
panel of the Reports window. The report displays with the
following headings:

Course

Course Title

Agency

Agency Abbreviation
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Quota Source
Sub-Quota Source
Reservation Status
Input Status
Output Status
Total

Review the report.

In the HTML view, use the down arrow ( ®) located next to each
heading title to open the Report Customization menu. Refer to
the Report Customization Menu section in this User Guide for

specific information about customization options.

To export the report, select an Export Format from the drop-
down list.

- Select Export Format | =

Select
Excel
PDF
Powerpoint

rport Format

Figure 90: Export Format Drop-Down List

After you choose the report format to export, click the Go button
to export the report in the chosen format.

A small blank window opens.

For Microsoft Office (Excel, MS Word, and PowerPoint) and PDF
report formats, selection of the Get Report button usually
generates a File Download pop-up. Occasionally, the report
opens in the Output window.



26. When the File Download pop-up displays, you have the option to
Open, Save, or Cancel the download.

27. Select Open to open the report immediate in the appropriate
program for the selected Report format. Click the Save button to
select a save location on your hard drive. Select the Cancel button
to close the File Download window.

28. The report opens. Review, save, or print the file.

29. Once you are finished, close the report window to return to the
Reports window. Select the << Go back to Report Options to
return to the Reports window.

Registration Report

To view and/or export a report for a specific fiscal year and teaching
school that lists registrations, choose Registration Report.

1. With the Reports window open, click Registration Report.

2. The Registration Report displays in the Output window.

- Select a Report Format.

Complete the required fields: Fiscal Year and Teaching
School.

Fill in any additional fields, for example, Status, Course,
Location, Agency, Bureau, or Date Range, to refine the
report.
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n Click the Get Report button.

Report Options - Registration Report

Report Format:  Active HTML ~

*Fiscal Year: 2011 -4

*Teaching School: Select Teaching Schoal ~

Status: F Al [FlReservation Minput Fwat [Graduation [ Cancelation
Course: - A
Location: -
Agency: -
Bureau: -
Date Range: Oct012010 To Sep302011 (ncusve) | ClearDate |

m GetReport

Figure 91: Registration Report Required Fields

3. The Report Format options are Active HTML, Excel, PDF, and
PowerPoint, but the available options may vary by report. Note that
the Excel download format retains formulas rather than converting
the data to the numerical formula output.

4. Select a format from the Report Format drop-down menu.

Report Format: | Active HTML

Active HTML
Bxcel

FDF
Powerpoirt

Figure 92: Report Format Drop-Down Menu

5. The Active HTML Report Format is the default view. Refer to the
Report Customization Menu section to view available
customization and/or filtering options.




6. To choose a report option other than the default HTML view, for
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example, Excel, PowerPoint, or PDF, select a Report Format option

from the drop-down menu.

Excel

Select Excel from the Report Format drop-down menu. Click
the Go button.

The File Download window opens. Users have the option to
Open, Save, or Cancel the download. Select Open to open the
report immediately in Excel. Click the Save button to select a
save location on your hard drive. Select the Cancel button to
close the File Download window. Close the window to return to
the Reports window.

When the report opens, use the filter options within Excel to
customize the report to meet your needs. You may save or print
the file. Once finished, close the Excel window to return to the
Reports window.

Oy
B
[
Dy

Figure 93: Sample Excel Report

PDF

Select PDF from the Report Format drop-down menu. Click the
Go button.

Employee, Supervisor, Training Manager User Guide

Federal Acquisition Institute Training Application System (FAITAS 2.0)

e When the PDF report opens, use the filter options within to
customize the report to meet your needs. You may save or print
the file. Once finished, close the window to return to the
Reports window.

Show previous page (Left Armw_\l e

Figure 94: Sample PDF Report
PowerPoint

e Select PowerPoint from the Report Format drop-down menu.
Click the Go button.

e The File Download window opens. Users have the option to
Open, Save, or Cancel the download. Select Open to open the
report immediately in PowerPoint. Click the Save button to
select a save location on your hard drive. Select the Cancel
button to close the File Download window. Close the window
to return to the Reports window.

e When the report opens, use the filter options within PowerPoint
to customize the report to meet your needs. You may save or
print the file. Once finished, close the window to return to the
Reports window.
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Figure 95: Sample PowerPoint Report

. Notice that there are two required fields: Fiscal Year and Teaching
School. Required fields are bold with red text and have asterisks.
Some browsers may not display the asterisks. The other fields
indicated in the Registration Report are optional.

. The required Fiscal Year option provides a choice of past, present,
and future years. From the Fiscal Year drop-down menu, select the
year from which you want data pulled. Note that only one year may
be selected per report request. In order to view reports for multiple
years, change the year before you run a new report. Repeat as
necessary until all required years have been used to generate
reports.

*Fiscal Year: 2009 |L

Select Fiscal Year
2008

2010
201
2012

Figure 96: Fiscal Year Drop-Down Menu

9. Select a Teaching School (required) from the drop-down list. Note

that only one school may be selected at a time. In order to view
reports for multiple schools, change the Teaching School selection
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before you run a new report. Repeat as necessary until all required
teaching schools have been used to generate reports.

Click the appropriate status, for example, reservation, input, wait,
graduation, cancellation, or no show. Note that there is an option to
select all status types.

From the optional fields that remain: Course, Location, Agency, and
Bureau, make your parameter choices from the drop-down list.
Note that only one item may be selected at a time from any of the
drop-down lists. In order to view reports with multiple parameters,
make additional choices before you run a new report. Repeat as
necessary until all required parameters have been used to generate
reports.

To select a specific data range within a fiscal year, enter the dates in
the Date Range field. Note that when you click in the first box, a
calendar displays. You must select a month, year, and date in order
for the new date to display. Note that the dates you choose to enter
will be inclusive. Click the Clear Date button to delete the date range
entries.

Oct ~ 200 -

Su Mo Tu We Th Fr 3a

3 4 5 & 7| &8 9
10, 1) 12 13| 14| 15 16
7, 18 19 200 21| 22 23
24 25 26 27| 28| 29 307
k1l

Figure 97: Date Range Calendar

13. Click the Get Report button.
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A Please Wait message displays in the Output window while the
system processes the request.

For HTML output report formats, the report opens in the Output
panel of the Reports window. Refer to the Report Customization

Menu section to view available customization and/or filtering
options.

Review the report.

To export the report, select an Export Format from the drop-down
list.

&) SelectExport Format | =

Select Export Format

Figure 98: Export Format Drop-Down List

After you choose the report format to export, click the Go button
to export the report in the chosen format.

A small blank window opens.

For Microsoft Office (Excel, MS Word, and PowerPoint) and PDF
report formats, selection of the Get Report button usually
generates a File Download pop-up. Occasionally, the report
opens in the Output window.

When the File Download pop-up displays, you have the option to
Open, Save, or Cancel the download.
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22. Select Open to open the report immediate in the appropriate

program for the selected Report format. Click the Save button to
select a save location on your hard drive. Select the Cancel button
to close the File Download window.

23. The report opens. Review, save, or print the file.

24. Once you are finished, close the report window to return to the

Reports window. Select the << Go back to Report Options to
return to the Reports window.



Organizational Structure Report

To view and/or export a report that lists an agency's organizational
structures, choose Organizational Structure Report.

1. With the Reports window open, click Organizational Structure
Report.

2. The Organizational Structure Report displays in the Output
window.

Select a Report Format from the drop-down list.

Select an Agency from the drop-down list as an optional
field to refine the report.

Click the Get Report button.

Report Options - Organizational Structure Report

Report Format:  Active HTML ‘ A

Agency: -

m GetReport

Figure 99: Organizational Structure Report

The Report Format options are Active HTML, Excel, PDF, and
PowerPoint, but the available options may vary by report. Note that the
Excel download format retains formulas rather than converting the data
to the numerical formula output.

3. Select a format from the Report Format drop-down menu.
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Report Format: | Active HTML

Active HTML
BExcel

POF
Powerpaint

Figure 100: Report Format Drop-Down Menu

4. The Active HTML Report Format is the default view. Refer to the
Report Customization Menu section to view available

customization and/or filtering options.

5. To choose a report option other than the default HTML view, for
example, Excel, PowerPoint, or PDF, select a Report Format option
from the drop-down menu.

Excel

e Select Excel from the Report Format drop-down menu. Click
the Go button.

e The File Download window opens. Users have the option to
Open, Save, or Cancel the download. Select Open to open the
report immediately in Excel. Click the Save button to select a
save location on your hard drive. Select the Cancel button to
close the File Download window. Close the window to return to
the Reports window.

e When the report opens, use the filter options within Excel to
customize the report to meet your needs. You may save or print
the file. Once finished, close the Excel window to return to the
Reports window.
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Figure 101: Sample Excel Supervisory Report
PDF

e Select PDF from the Report Format drop-down menu. Click the
Go button.

e When the PDF report opens, use the filter options within to
customize the report to meet your needs. You may save or print
the file. Once finished, close the window to return to the
Reports window.
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Figure 102: Sample PDF Report
PowerPoint

e Select PowerPoint from the Report Format drop-down menu.
Click the Go button.
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The File Download window opens. Users have the option to
Open, Save, or Cancel the download. Select Open to open the
report immediately in PowerPoint. Click the Save button to select
a save location on your hard drive. Select the Cancel button to
close the File Download window. Close the window to return to
the Reports window.

When the report opens, use the filter options within PowerPoint
to customize the report to meet your needs. You may save or print
the file. Once finished, close the window to return to the Reports
window.

W Email Agency Mams Bt Mo

st Of Jus
artmant Of Ju

Figure 103: Sample PowerPoint Report

Select an Agency from the drop-down list. Note that only one
agency may be selected at a time. In order to view reports for
multiple agencies, change the Agency selection before you run a
new report. Repeat as necessary until all required agencies have
been used to generate reports.

Click the Get Report button.

A Please Wait message displays in the Output window while the
system processes the request.

For HTML output report formats, the report opens in the Output
panel of the Reports window.
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Review the report.

Use the down arrow ( ™) located next to each heading title to
open the Report Customization menu. Refer to the Report
Customization Menu section in this User Guide for specific

information about customization options.

To export the report, select an Export Format from the drop-
down list.

e SelectExport Format | =

Figure 104: Export Format Drop-Down List

After you choose the report format to export, click the Go button
to export the report in the chosen format.

A small blank window opens.

For Microsoft Office (Excel, MS Word, and PowerPoint) and PDF
report formats, selection of the Get Report button usually
generates a File Download pop-up. Occasionally, the report
opens in the Output window.

When the File Download pop-up displays, you have the option to
Open, Save, or Cancel the download.

Select Open to open the report immediate in the appropriate
program for the selected Report format. Click the Save button to
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select a save location on your hard drive. Select the Cancel button
to close the File Download window.

18. The report opens. Review, save, or print the file.

19. Once you are finished, close the report window to return to the
Reports window. Select the << Go back to Report Options to
return to the Reports window.

Deferred Status

The Deferred Status tab organizes reports by Queued, Running, and
Completed. Reports may be deleted from any panel but only
completed reports may be viewed.

Note: In general, reports that display within the Deferred Status

window will be those reports that take a long time to process.

Recant | Accermibdity On

Dsfurrod Feport Status as of Wodnosday, J
Ratresh () | Semmy  Cue ST Dalets X | g

Retesh avery seconds. min. & seconds]  Enable Refresh

Figure 105: Deferred Status Window

Once you click Submit Report, the report request is sent. While the
report waits to run, it displays in the Queued section of the Deferred
Status window. When the report begins to run, it is transferred to the
Running section of the



window. Most reports are completed within a few minutes. Some may

take longer due to selected parameters and or system usage. For

example, a report with a few parameters submitted when the system is

not busy completes more quickly than a report with many parameters

submitted during peak system usage time.

You are not notified when a report is ready. You must check back to see

your request’s status.

1.
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To check on the status of a request, refresh the Deferred Status
window manually or set the window to refresh automatically after
a user-defined number of seconds. To manually refresh the
Deferred Status window, click the Refresh symbol ( 0). To
enable automatic Refresh, enter the number of seconds, not less
than 5, in the Refresh every __ seconds text box underneath
the Refresh symbol ( 0).

Once an amount of time has been specified, click the checkbox
next to Enable Refresh to add a check (D). This allows the
system to automatically refresh the window every time the
specified number of seconds passes. To disable the automatic
Refresh function, click the checkbox again to remove the check (

()Y

Once a report is run, it remains in Completed for twenty-nine
days. While the report is accessible, the window shows the
submitted date and the days that remain until the report expires.
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You may check completed reports at any time during their
accessible period. To do so, click the View button next to the
report.

You may delete reports from Completed, Running, and Queued
at any time. To do so, click the Delete button ( P®€te ) next to the
report you wish to remove. A notification shows to confirm the
name of the report to be delete. Click OK to delete the report or
click Cancel to return to the Deferred Status window without
removing the report.

Another way to delete reports is to use the red ( }{-) button
found in the menu bar of the Deferred Status window. Click the
button and the select from the drop-down menu to delete all
reports or to delete all reports under Completed, Running, or
Queued. Note that the drop-down menu will vary depending on
the visible headings. For example, if there are only Completed
reports, the delete drop-down menu options are All and All
Completed, but if there are Completed and Running reports, the
drop-down menu options are All, All Completed, and All
Running.

To delete multiple reports without selecting all reports or all
reports under a heading, each report must be removed separately
using the method described in paragraph 5 above.

You may select the Run button to rerun a report with the stored
parameters used to run it in deferred mode.



HELP

Use the Help function to view contact information, review frequently
asked questions (FAQ), or access other help options including user
guides and help systems.

CONTACT US

The Contact Us information window provides addresses, phone
numbers, and websites for help with questions regarding FAI training
and registration, the Federal Acquisition Insight newsletter, or any other
FAI or FAITAS issue.

FREQUENTLY ASKED QUESTIONS

The FAQ function includes a list of frequently asked questions and
answers. Possible FAQs include information about special
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accommodation, registration, course, certification, transcripts, and
certification.

1. To access the FAQs, hover your mouse over the Help tab. Click the
FAQ function.

2. The Frequently Asked Questions window opens. To filter the
number of questions, narrow your search to specific modules, for
example, training, or enter a keyword.

Option 1: Select a module from the drop-down list.
Option 2: Enter a keyword.
Click the Search button.

Scroll through the list of FAQs that display. Click on a
question to see the response.

Frequently Asked Questions

a Search for Frequently Asked n-uﬂuA m‘
Hodule: — Selact A Modul — % Koywords: <
» Can employees cancel a traiing request? A
= Can | access the FAITAS site from my home?

fas. The FAITAS appiic
Nt

adabla from any computer. Howaver, a fedaral addrass s required in your profilke and ak
<55 to the

mail
baing -
workp:

Figure 106: Frequently Asked Questions

3. When you click a new question, the previous answer rolls up to
leave just the answer to your current question.



LOGOUT

Logging off FAITAS 2.0 requires one click of the mouse.
1. To log off FAITAS 2.0, click the Logoff button.

2. A green confirmation logout text message appears at the top of the

Login window.

o o s besen logged out, To log out completely, pleade dose yvour browsert

You are accessing a U.5. Governmertt {USG] information System {15 that is prowded for USG-authorized use only.
By wsing thes 15 {which indudes any device attachad to this 15], you consant ta the foliowing conditions:
s The USG routinaly intercepts and moritors commurications on this 15 for purposes induding, But net lmited to, penetration testing, COMSEC
menkering, network nperations and defense, persanriel miscondust (PM), law enfarcement (LE), and counterinteligencs (CI) mvestigations.
= ATany tms, the USGE may nepact and sei@e data stored on this 15.
» Communicabons using, or data stored on, Hes 15 ame nok private, ane subpect to routine monikonng, ntercepbon, and search, and may be dadosed
o wised far any USG suthorized purpase
» This IS ndudaes sensrky measures {e.g, authanbcation and access condrols) to protect USG intsrasts--not for your personal benalit or prvacy.
» Notwithstanding the above, using the 15 does not constitute consent to FM, LE or ©1 mvesbgatve searching or monitonng of the content of
privleged communications, or wark product, related to perscnal representation or servces by altomeys, paychotherapists, or dangy, and their
assistants. Such communicabons and work product are private and conhdential. See User Agreement for tekals.

]

Figure 107: Successful Log Off

3. Notice that to log out of FAITAS 2.0 completely, you will need to
close your browser.
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USER FEEDBACK
REQUEST

We continually strive to improve our technical manuals and user guides.
If you are aware of any inaccuracies or omissions in this guide, please
forward a description that references

e The title, date, and version number of the guide.
e The page or paragraph number to which you refer (if applicable).
e The error or omission you've noted.

If you have a suggestion on how we may better support your user
community, we ask that you share it with us.

Please email your feedback and suggestions to UserGuides@asmr.com

or contact the Help Desk on DSN 225-2060 or Commercial (703) 695-
2060.
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